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Office Mémorandum • 


UNITED STATES GOVERNMENT 


to : ADVISOR FOR LA. AcLFLNT ICAPS date: 13 Jaïuary 19h7 

FROM : CHIES', LEGISLATIVE. LIAISON Ht VISION, P & A 

SUBJECT: Congressional Liaison 


1. In connection with Congressional requests regarding the possible 
employaient of constituents, the procedures outlined below are recommended for 
action. 

2. Ali Congressional calls and letters on Personnel matters are to be 
referred by the Personnel Division to the Legislative liaison Division. 

3. Tne Congressional Office mil be requested by the Legislative Lia- 
ison Division to send ail constituents or t'neir ^orm 37s to the undersigned. 


h. The chief, Legislative Liaison Division in intervi swing an appli- 
cant will follow one of two procedures: 

(a) If the applicant possesses qualifications desired by 
CIG, he mil be sent to the Chief of Personnel Pro- 
cureraent or his Peputy, for interview; 

(d) If .there appears to be no requirement for the appli- 
cant, he mil be told that his Form 37 vd.ll oe re- 
vievred and an answer furnished him within two weeks; 
the Form 37s mil then be forwarded to the Personal 
attention of the Chief, Personnel Division, for 
action. 

3. In either eventuality set forth in Paragraph #U above, the Chief, 
Legislative Liaison Division v.ûll inform the originating Congressional Office, 
ov téléphoné or letter, of the preliminary action taken. 

6. It is requested that the Personnel Division furnish the Legislative 
Liaison Division vri_th a copy of the final action letter to the applicant, so 
tnat tne undersigned raay forward sane to the appropriate congressional Office 
for information on the final action taken. 

7. It is requested that the Chief of Personnel Procurement, or his 
Deputy , interview such Congressional applicants as the Chief, Legislative Li- 
aison Division deems appropriate, in order to preserve the proper atmosphère 
anc ; cordial relations with the Ni 11. 

8. It is requested triât the Chief, Personnel Division, attempt to sec are 
final action on congressional applicants within fourteen (lU) days, if possible, 
if applicant is to be rejected. If applicant is being favorably considered, 
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secumty check, it is requested that the Legislative 
inî orrned so triât steps nay oe taken to advise the u 
applicant is oeiri^ considérée!. 
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ü.iief. Legislative Liaison 
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